
Getting Started with
Microsoft® Outlook 2016

Microsoft® Outlook 2016 is the newest edition of the professional email and calendar app. 
Manage your inbox, calendar, and to-dos with new, easy-to-use organization features. 
Sharing is now even easier with Outlook 2016; providing the ability to attach SharePoint 
and OneDrive files directly from the app, along with permissions features to control who 
sees or edits what. Manage your work life easily with the new Outlook 2016.
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Keyboard Shortcut Keyboard Shortcut

CTRL+1 CTRL+SHIFT+OMail Outbox

CTRL+2 CTRL+ECalendar Search current box

CTRL+3 CTRL+SHIFT+BContacts Open address book

CTRL+4 CTRL+QTasks Mark as read

CTRL+SHIFT+V CTRL+UMove to folder Mark as unread

CTRL+R ALT+QReply Go to Tell Me box

CTRL+SHIFT+R CTRL+SHIFT+AReply all New appointment

CTRL+F CTRL+SHIFT+QForward New meeting request

ALT+S CTRL+SHIFT+PeriodSend Next appointment

CTRL+N CTRL+SHIFT+CommaNew message Previous appointment

CTRL+SHIFT+I Inbox

Description Description

Use keyboard shortcuts to make doing common commands and getting around even faster. Here is a list of some of 

the shortcuts provided in Outlook to reference to make your life easier.

Using Basic Keyboard Shortcuts



Quick Access 

Toolbar: Contains a 

set of commands 

that are always 

visible. Right-click a 

command to add it 

to this toolbar.

Dialog box launchers: 

Select this icon to 

open a dialog box 

with more options for 

the command.

Pin: Click the icon 

to keep the ribbon 

expanded.

Ribbon display 

options: Toggle 

whether the ribbon is 

hidden, shows only 

tabs, or both tabs and 

commands.

Send/Recieve All 

Folders: Send and 

recieve items such 

as emails and 

appointments in all 

folders.

Ribbon tab: Select 

any tab on the 

ribbon to display its 

buttons and 

commands.

Tell me: Use this 

tab to get help.

The Ribbon

At the bottom of the left side panel is a group of icons called Peeks. Hovering over these icons allows you to glance at 

items in the other Outlook views without leaving the current view. Clicking these icons switches the view. The di�erent 

views in Outlook are Email, Calendar, People, and Tasks; we will be going over the first three.

Getting Around 
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Email Calendar TasksPeople



Email View 

1. Select the Home ribbon tab and 

choose New Email under the New 

group.

2. Type the recipient’s email address 

into the To field or find it in the 

address book by clicking the To 

button.

3. Write your email and hit the Send 

button when finished.

Creating & Sending a
New Email

Formatting and editing an email in Outlook is similar to editing a document in Microsoft Word.

•   The Format Text tab includes texting editing features like changing fonts, colors, and paragraph styles in 

addition to format options like HTML, Plain Text, and Rich Text.

•   The Insert tab is used to add media like pictures or tables to an email.

•   The Review tab o�ers email proofing tools like a spelling and grammar checker, thesaurus, and translator to 

revise and edit emails.

Editing & Formatting Emails
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1. With the email open, select the 

Insert ribbon tab.

2. Select Attach File under the Include 

group. 

3. Select a recent item from the 

dropdown, navigate to the file with 

Browse This PC, or attach a 

SharePoint/OneDrive file with Browse 

Web Locations.

4. Find the file to insert and choose 

Insert.

NOTE: You can attach emails, calen-

dars, and digital business cards to your 

emails in the Include group.

Adding Attachments
to an Email

Outlook includes additional security 

and sharing features when attaching 

files from SharePoint or OneDrive:

•   Share as link allows recipients 

to collaborate with you on your 

cloud document. Clicking the 

dropdown on the attached file 

allows you to change recipient 

edit/view permissions.

•   Attach as copy provides a 

separate copy of the file to every 

recipient.

Attaching Files
from the Cloud
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1. Select the File ribbon tab, and click 

on Automatic Replies under the Info 

tab.

2. Choose Send automatic replies and 

Only send during this time range.

3. Set the start and end time for when 

you will be out of the o�ce.

4. Edit your Inside My Organization 

and Outside My Organization 

automatic replies, and click OK.

Setting Up the
Out of O�ce Assitant

1. Select the File ribbon tab, and then 

click on Options.

2. Choose the Mail tab and select 

Signatures under the Compose 

Messages group.

3. Click New, name your signature, 

and edit your signature in the box 

below.  When done, click Save.

4. Choose which signatures appear for 

each mail account and where they 

appear automatically.

Setting Up an
Email Signature
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Creating folders:

1. Select the Folder ribbon tab, and then click on 

New Folder.

2. Name the folder and choose where the folder will 

be located.

Moving emails to folders:

1. Select the email that you would like to move.

2. Select the Home ribbon tab. and chose Move 

under the Move group.

3. Choose a folder in the dropdown or choose 

Other Folder to find other locations.

Organizing the Inbox

Other ways to manually organize your inbox include:

•   Assigning categories to your emails using Categorize and filtering your inbox by Category by 

using the dropdowns in your current mailbox.

•   Assigning retention policies on an email box to delete emails after a certain period of time using 

Assign Policy.

Applying Automatic Email Rules:

1. Select the Home ribbon tab, and choose Rules 

under the Move group.

2. Select the Manage Rules & Alerts.

3. Create a new email rule by selecting New Rule.

4. Select a template rule from the Rules Wizard 

and click Next.

5. Select which conditions the rule will apply. 

6. Fill in the values for each underlined value in 

Step 2 and hit Next.

7. Select what actions to execute when the 

conditions of your rule are met, and fill in any 

new underlined values in Step 2. 

8. When done, click Next.

9. Choose any exceptions to the rule, and fill out 

the additional values. Click Next when done.

10. Name your rule and add any additional set up 

options. When done reviewing your rule, click 

Finish.



Adding a New Email Account

1. Select the File ribbon tab, and click Add Account under the Info section.

2. Follow the instructions to add another email address to your Outlook.

NOTE: Your new email address will have its own inbox once it has been successfully added. You can send emails from this 

address by changing the From field when creating a new message.
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1. Select the message to be reminded 

of.

2. Select the Home ribbon tab, click 

Follow Up under the tags group, and 

choose either a set date to be 

reminded or create your own with Add 

Reminder.

Setting reminders on
Incoming Emails

1. In the left window pane right click 

on Groups and select New Group.

2. Name your group and set whether 

the group is Public or Private.

3. When done, click OK to create the 

group.

4. In the next window, you can add 

group members, photos, and a 

description. 

5. Click OK.

Collaborating with 
Groups
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1. Choose the Home ribbon tab and 

click Share Calendar under the Share 

group.

2. Fill out the To field with the 

intended recipients of your calendar 

share/request.

3. Click Allow recipient to view your 

Calendar to share a calendar and 

Request permission to view 

recipient’s Calendar to request access 

to their calendar.

4. Fill out any additional information, 

such as the details of you shared 

calendar or a message.

5. Click Send.

Sharing Calendars

Calendar Toggles: 

Display multiple 

calendars at the 

same time.

New Appointments & 

Meetings: Create new 

meetings and 

appointments.

Calendar Views: 

Change how many 

days to view at a 

time.

Search Box: Search 

your calendar for 

specific meetings 

and events using 

limiting parameters 

to narrow down 

your search.

Open Calendar: Open 

a calendar from the 

address book, 

internet, and other 

sources. 

Calendar View 



Those are the basics to help get you started using Microsoft Outlook 2016. If you 
have any additional questions or need help, feel free to call or email a representative 
at Isogent.
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1. Choose the Home ribbon tab and 

click New Contact under the New 

group.

2. Fill out the contact information in 

the new window that appears.

3. Click Save & Close to save the 

contact.

Adding New Contacts

Contact cards provide information 

about a contact’s availability, 

organization, and membership 

information in a succinct window. 

1. To view a contact card, hover over 

your contact’s profile picture. 

2. Click the dropdown to expand for 

more information.

Viewing a Contact Card

1. While the Home ribbon tab is 

selected, click Share Contacts under 

the Share group.

2. Fill out the recipient’s email address 

in the To field and any other 

information you would like to provide 

or recieve.

3. Click Send.

Sharing Contacts

People View 


